
- State Scholarship Commission Ralph D. Roberts 
270 Washington Street, S.W., Room 703C Records Management Officer 
Atlanta, Georgia 30334 YDrling TltlC lei. lo. 

Fiscal Officer 656-3200 
7 . A C T I O N  R E Q U E S T E D  

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

Ir,el".Irs D.t.. g .EXACT stnms TITLE 
:- I 

The Scholarship Commission is responsible for administering a comprehensive Statewide 
Student Assistance Program designed to provide (1) financial access to post-secondary 
education to increased numbers of Georgia citizens, (2) a wider choice of educational 
institytions to citizens of Georgia, ( 3 )  timely dessimination of information regarding 
such programs to students in secondary and post educational institutions and to the 
adult population at large, (4) direct assistance to students in obtaining financial 
aid available through such programs, (5) assistance in recruitment of students into 
fields of study where a critical shortage of trained personnel exists, (6) efficient 
management of student aid funds and coordination of student aid programs, and (7) 
servicing requirements associated with guaranteed and direct State student loans on 
a post-graduate basis from five to ten years. 

See attached list 
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L...l-.I.. 111. Dr.rlr, 

Cardboard Boxes 
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Storage Shelves 
,511 ,I 3611 8 - 
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, .  . .~ . .  . ..~ 13. Is t h i s  the Record Copy of . .  the  qerieg? , .: 

14. Is there  a duplication of ' t h i s  geries in.  L o t h e r  o f f i ce  o r  agency? 

15. Is the  i n f o v a t i o n  contained , .  i n  ',this se r i e s  ever summ+rized o r  published? 

16. Does the series' cont'dn c l a s s i f i ed  information requiring secur i ty  handling? 

,. . . .  

. .  . ,; 
% 

,. i. 

. .  

17. Does the series document poliqies and procedures of agency's operation o r  function? [ ]  [ ]  

18. Could the  fuection be peSfqwed i f  t he  files were l o s t  o r  destroyed? 

19. Is the  s e r i e s  ( o r  lpajor portion of it) regularly microfilmed? 
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11 [ I  
[ I  [ I  
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[ I  [ I  

I f  yes,  why? 

20. 

21. 

Does the record series provide data as input t o  an EDP f i l e ?  

Does the record se r i e s  contain documentation produced as EDP printout? 

22. Is the  series s f fec teq  by Fedeqal or grant funds? 

23. W i l l  theSe be a need for theqe reCords 10, 15 years from now? If yes, what? 

24. REQUIREMENTS. The folloxing r e q a r e s  the f i l e s  t o  be kept l is t  years: 

-~ -4- 

See attached 

a. [ ]STATE b. [ ISTATWE OF c. []AUDIT d. []FEDERAL e. [ ]ADMINISTRATIVE f .  []HISTORICAL 
LAW LIMITATTQW PERIOD LAW DECISION VALUE 

(Cite Luw, Statute, or other mmon for the tention requirement) E " '  

-I_- 

25. AGENCY RECOMNDATIONS. This qgency recommends t h a t  t he  f i l e  s e r i e s  be cut  off  at the end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -NOTHER .then : 

. SEE ATTACHED LIST 
A. [ IEestrou immediately a f t e r  cut off.  

'B. [ ]H&d i n  current files area\ month(s)/ y e a d s ) ,  then: 
1 [ IDes t ro~ .  _ _  

2 [ ]Tr&sfer t o  records center;  hold-ear(s), then: 

b [ ]T,rqnsfer h i s t o r i c a l  material  t o  Archives ; 
8 [IDestroy. 

destroy remainder. 
3 [ I ~ e s t r o y  after a w t  ( o r  y e a r b )  after audi t ) .  

C. []Hold i n  c u r p n t  files area indefinitely.  
D. ]Hold i n  current f i les  area- , year( s) , then t r ans fe r  t o  Archives permanently. 

E. []Other 

(Indicate br i e f l y  rationale for  recomqendations above/or wri te  additional r e m a r k s )  : 

R e c o m m e n d a t i o p s  

i n  P a r a g r a p h  25  



tiat&: t c ,  dat.e IC.C'lC"?l t.1 t con: 6 cu f t  
Agency ' 3  
rec:c.me?dad 

_#eta: t ion: 
Nma of Destroy 

ApprcisaL e?.x.kL,is 5. 
yes ansuer stare (a) in what way and (b) t o  u h a t  ex ten t  t h e  . insuer is 92s. 

tJpon Yepayment i n  f u l l  o r  when d a s s i f i e d  as Unkollectable ,  'p lace  e l l  'records i n  
t h e  I n a c t i v e  F i l e s ,  Cut of f  i n a c t i v e  f i l e  a t  end of eech f i s c a l  yea r ;  hcfld i n  
i n a c t i v e  f i l e  a r ea  u n t i l  S t a t e  Audit is completed, then t r a n s f e r  t o  SRC, hold 5 yrs  

,a.cprci:or: I r.:tc: 3-*31-g3 
f n d i c a t e s  t h e  s e r l e s  may have a r c h i v a l  value.  For each 
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[ 1 [ 

[ 1 [ 
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[ I [ 

[ 1 [ 

[ 1 [ 
[ 1 [ 

[ 1 [ 
[ 1 [ 

res :to -- 
Evidmtial valxas: 

1 1. Does t h e  series a u t h o r i z e  t h e  conduct  of t h e  agency or one of  its major  programs? 
1 2. Does t h e  series p r e s c r i b e  t h e  p o l l c i e s .  regulations or procedures  f o l l o u e d  by t h e  

1 3. Does t h e  series r e f l e c t  t h e  d e g r e e  oL achievement oL t h e  g o a l s  of  t h e  agency o r  

1 4. 

1 5.  
1 6,. 
I n f o r x : S c m  L v.z2iczs: 

1 7. Does t h e  series g i v e  s i g n i f i c a n t  in format ion  about s o c i a l .  economic. p o l i t i c a l  o r  
o t h e r  f o r c e s  a f f e c t i n g  a s l g n i f l c i m c  s e n e n t  of t h e  c i t i z e n s ?  

1 8: 
c i t i z e n s  or  show s teps  taken t o  a r r i v e  a t  s o l u t l o n s ?  

1 9. 
110. 

I l l .  
112. 

agency or one of its najor programs? 

one of  its mjor p+ograns? 

t h e  agency or one OL ics major progca-s? 
Does t h e  series ref lect  t h e  decision-making process  c h a t  sets t h e  d i r e c t i o n  of 

Does t h e  series docu ten t  t h e  a c c i v i t f e s  of an i s p o r t a n t  agency o f f i c i a l ?  
Does t h e  series document a s i g n i f f c a n t  agency event  o c  p r o j e c t ?  

Does t h e  serles d o c u e n t  t t e  n a c u t e  and e x t e n t  of  a problem acea  f aced  by t h e  

Docs the  series throw s l g n i f t c a n t  l i g h t  on a treitd or movement i n  t h e  S t a t e ?  
Coes c k e  s e r i e s  gl:.e s l j n l f l c a n t  i n i o m a t l o n  about c i t i z e n s  uiio have !lad an in- 

Does t h e  ssr les  doc i rxne  a s1gn i i l c . i n t  event?  
Does t h e  s e r i e s  c o n t a i n  t h e  t y p e  inEormncion soustit by  Archives  pacrons?  

pact on t h e  S t a c i ' s .  h l s t o r y ?  

, 

AR 74-2 (Rev. 6-76] 
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-_ Disposi>l = on 

C u t  o f f  f i l e e  a t  end of  each 
f i s c a l  yea r :  then h o l d  i n  current 
f i l e s  a r e a  2 yearn; then t r a n s f e r  
t o  Rccorde Center ;  hold 3 y c a t e ,  
then des t roy .  
pPR0W.D: O 3 / ) 2 / 1 3 .  

Upon the  approvnl, dcn in l  or 
voldnncc (by i n d i v i d u a l  o f  h i s  
n p p l i c e t i o n ) ,  transEer a l l  papere 
t o  e i t h e r  t h e  approved e c h o l a r s h i p  
Cltee or d e n i a l  b voided echolar -  
s h i p  f i l e s  a s  appropr i a t e .  
APPROVED: 0 3 1 2 2 I J 3 .  

Upon t e rmina t ion  of subs id i zed  
ochool ing ,  whether by complet ion 
o r  withdrawal ,  p l a c e  a l l  papere 
in e i t h e r  t h e  "Scholarship Repay- 
ment In Service"  f i l e s  or the 
"Scholarehip Repayment In Cerh" 
f i l e e .  
APPROVED: 03/22/73. 



_j . i  

73-/6/ 

Mnrch 1, 1 '113  

Cut off files n t  end  of cnch  
f i n c n l  y c a r ;  t h e n  hpptovcd  
S c h o l a r s h i p  Summnty Sl icc ts  - 
lrnld I n  cutrcnt  f i l e s  nrca  1 
yc'nr; t h c n  t rnnefer  t o  Rccords 
Centr r ;  h o l d  3 y r a r e ;  t lwn 
dcs troy ,  
Drnfcd h p p l l c n t l o n  Strmnry 
Shccts - C u t  o f f  f i l e s  a t  end 
o f  ench fiscal y c a t ;  t h e n  trans- 
f e r  t o  Records  Center; hold 3 
y e a r s  ; t h e n  des troy I 
APPROVED: 03/22/73, 

I -  
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-- 1)Irrrnfii t ton 

llpon Camplrf-ion of rrpnyrncnt a t  
ncliohrrih1p by r l v  tacJylcnt, 
place  e l l  pnpcro In tlir "Nepaid 
Scholnrnhlp" f i l r l .  Note:  
Rccordn OF rccipirntn I n  dcfcreed 
t i l n t u s  who do not or  cnnnot pay 
hy  !icrviccg rcndcrcd nrc  placed 
I n  I'Rcpaymcnt i n  Cneh" f i l e s ,  or 
"Granted Scholarship c a ~ ~ e "  files, 
on expirat ion of deferment ,  
APPROVED: 03/22/73. 

Upon completion of  repayment of 
scholarship by the t e c i p i e n t ,  
place e l l  papers in the  "Repaid 
Scholarship" files. 
APPROVED t 0 312 2 I 7 3. 

C u t  off f i l e s  a t  end of each 
fiscal yea t i  then t r a n s f e r  t o  

"Recotde Centat j  hold 3 years,  
then dee t toy  . 
APPROVED: 03/22/73. 

1. 
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Mnrcli I ,  1973 

:;I \ I ' l .  Y ~ I ' I I V I  \i::;llI!' l 'f!!i.,: : . I I I ! {  
: ; 1 . 1 1 , .  ! : ! . l , , ~ l , l l ~  IIII' I: ... Ill.,. ! . 3 : :  ! : : ~ , : : ' , ! c I l l  

f j 

h1.p 1 . 
N<>. .- I ~ l ~ . . I ~ I . I J * I  ~ . . .  1,'Il b inpoo l t ion  ,.... ~ . . .  

,, 7-3,/(, L t ' \ \ ' \p\lr\ 't i  \ N \ ~ I T  I N \ \  t&r i : i t  I.:; - 

73 -/66 I * I \  ! : i ' I ~ t \  I . I  I ' : : I I  1 1 1  ;1i'('011111 11. 

I Cut o f f  f i l c a  o t  end o €  f i s c a l  
l ' ~ ~ t ~ l l ~ l , ~ l i ~ ~ .  1 ' 1 ~ 1 . 1 1  111,: 1 1 1  IIII~~I'l~l.ll 1 l 1 1 1  : writ; then hold  i n  current f i l e r  
rill IIII It' v t * m p i i t i * y  : I ~ ~ I I : ~ I J * , I *  I I t t . ! i  area 1 y e a r ;  t h c n  des t roy .  

I I I ( '  I II<II.II 
~ I . V  I t I t 3  r l t~~ l l l : ;  I W ~ I  L r;iii!:iii I I I IN. 
n,, ,. , I , .  .... ,. irv 11ll0im.11 I O I I  I I ~ I O  IIIV 
coinpiitt*r I1 1c.s. 1 2 1  Ic I::, iirt.:iii!:t-d 

by t y l s c  o f  I iipiit ~ I ~ ~ I I I I I I ~ I I  t , I 1 t t S t - t . -  

ui i~1~:  I' 11 y h t t  I Cli iiiirnl)v I' . 
S C l l ~ 1 l . A l < S l ~  1 1' hC0H IN'I' I Nc ; lt1;l'~Ik'l'S -71 ;/P F l  I<KS - ,hwiimc*trtrc r r l a l . r d  t o  i l i c  
rc I. ord I ni: o f  I 11 (1 I v I d iiii I t r ilii!i- 
(11' t I ow t o  R I cidcnt R sclio 1 :ir:;lt I p 

in};: Tr:iiisncLIon l l t l t t  nnd, na l anc r  -..-- Microfiche _C-y I1 - Master White ~. .. ..- 

l l s t l n ~ ,  Pits t Ing .lorirnnls, T r l n l  a x  - Cut of f  files a t  end of 
rial iincc ((:OM) tind I l l s  tor I cii 1 f l s c a l  y e a r ;  then hold in c u r r e n t  
Trnnsnc t lons  Hcports (CUFI). Fllc f i les  a r e a  1 y e a r ;  then t r a n s f e r  
is  arrangcd by typc or r e p o r t ,  t l icre- t o  Records Center ;  ho ld  2 y e a r s ;  

4 under by d a t e  oE r e p o r t ,  then des t roy .  
MicrofJr:lie -_  Copy ~ .~. # 2  . -  - C u t  o f f  f i l r n  

a t  end of f i g c a l  yea r :  then hold 
i n  c u r r e n t  f i l e s  erea 6 months; 
then  des t roy .  

Microf iche ~ __._ Copy - ~ , .  1 3  . - C u t  o f f  f i l e s  
nt  and of f i r c s l  year1  then hold 
I n  current f i l es  at08 6 months; 
thcn destroy. 

APPROVED: 03/22/73. 
beet roy  when updated or no 1onBer 

. needed f o r  r e fe rence .  
APPROVED: 03/22/73. 

APPROVED: 03/22/73. 

&c.r._Copy_ - Cut of f  f f l ce  a t  end 
of f i e c a l  y e a r ;  then hold i n  
c u r r e n t  f f l e s  nrea 1 y e a r ;  then  
t r a n s f e r  t o  Records Center1 hold  

~3,/~7ncc0u~rtr;. 1 n c l i i h I  nrc the f o l  lriw- ' 2 y e a r a ;  then  dea t roy .  

*! 

SCllOl .AIISII I F INFORMATIONAL HkPOHTS 
'f j2/& F1I.I: - llociimcnts r e l u t e d  t o  the 

sun iwr iz ing  of vnt fous  t y p e s  of 
s t a L l s t t c n 1  d a t a  r rgn rd lng  scholar- 73 -/68 ship s t u d c n t  accounts .  Inc ludrd  
arc tlir Stiidcnt Alphabet ic  l l s i l n g ,  

, hpprvvnl  Reports ,  Return Contrzict 
Reports ,  C o l l e c t i o n s  nnd Past Due 
Rcprwls, c t c .  FLle 1s ar rnngrd  
by type  o f  r e p o r t ,  thereunder  by 
d n t c  of r e p o r t .  



,.,., . .  I.... , ...,..,...,........ ~, .... ~ . .  
niiRl rt'pnymc-nt. o f  sii i t lc. i i t  loair!i 
mnllt: t l i r r c t l y  by tlic .CcorKi:i I l lghrr  
EtIii(..2t I o n  Ass l s tnnrc  Aiitlior I t y  . 
fnclritlcd ore  loan n p p l t c n t t o n s ,  
Prornlssory Noti-s, Dlsclovurc of 
t~1n.iiica Cliargps forma, corrcspondenre,  
Notlcc of Loan Cucirdntcc, Stntr is  
V c r l f l c a t i o n  Cards,  Qucr:tiotiii;iircs, 
Arnortizntlon Schcdulcs and I d s t a l l -  
mcnt Notcs. F i l e  Is arranged 
a l p l l ~ ~ b r t I c a l l y  by s t u d e n t .  

7 5 ,/7/ TUI'TION GRANT PARTlCIPATfON AGKEEMENT 
FII,I:S - Docctments r c l a t i n g  t o  the 
agrvcments wl th  p r i v a t e  collcjies t o  
p a r !  1cip;itc tn  t h c  T u i t l o n  Gr.in( 

Par! I c I p n t t ~ m  AGrcemcnts w l t h  Indt-  
v l d l i . i l  s r l ~ t ~ o l : ;  who w i s h  t o  Lakc p.irt 
tn LIIP pro~;ram and (;llRAh-4, Ilcs tgna- 
t i o n  of AuthorIzed S c h o o ~  O f f l c l a l s  
who tiny approve and c e r t i f y  e l i c i b l e  
s tudc,nta .  Files are ar tanged  alphn- 
b e t l c n l l y  by Bchool. 

73-'7/ pro$:ram. Inc1udt.d a r r  ( : l l lAA-3,  

DispoRi tion. --.. 
C u t  o f f  f i l m  a t  end oE each 
FlRcnl y c a r ;  thcn hold  i n  current 
f l l c s  area 2 y e a r e ;  thcn t r a n e f e r  
t o  Records Center, hold 3 y e a t a ,  
t h c n  dce t roy .  
APPROVED : 0 3 I2 2 I 7 3. 

Upon repayrncnt oE 1 on, p lace  a l l  
papers  in t he  i n a c t i v e  f i l e s ,  then  
c u t  o f f  I n a c t i v e  f i l e s  a t  the  end 
of each f i s c a l  y e a r ;  then ho ld  i n  
current f i l e s  a r e a  u n t i l  a t a t e  
a u d i t  i a  completed; thcn t r a n s f e r  
t o  Records Center, ho ld  3 ycnr s ,  
then destroy. 
APPROVED : 0 3 I2 2 1 7  3. 

Upon t e rmina t ion  of program, 
p l ace  a l l  papera i n  the  inact ive 
f i l e s ;  then  cut o f f  inact ive f i l e s  
a t  t h e  end of f i s c a l  y e a r ;  then  
re t i re  t o  S t a t e  Archivee. 
APPROVED : 0 3 12 2 I7 3. 



I 



L D i s p o s i t i o n  

C u t  o f f  f i l e s  a t  end of  each 
f i s c a l  y e a r ;  then hold i n  c u r r e n t  
f i l e s  a r e a  2 y e a r s ;  then  t r a n s f e r  
t o  Recorda Center, ho ld  3 y e a r e ,  
then des t roy .  

APPROVED: 03/22/73. 

Cut o f f  f i l e e  a t  end of each 
f i s c a l  y e a r ;  then hold  i n  c u r r e n t  
f f l e o  a r e a  1 yea r ;  then  t r a n e f e r  
t o  Record0 Center, ho ld  3 y e a t r ,  
then  dcs t roy .  
APPROVED: 03/22/73. 

Upon c a n c e l l a t i o n  of p ledges ,  
p l ace  a l l  pnpcre in the i n a c t i v e  
f l l e e ;  then c u t  o f f  i n a c t i v e  f i l e s  
a t  end of each f i s c a l  y e a r :  then 
hold i n  c u r r e n t  f i l e s  a r e a  1 y e a r ;  

' t hen  t r a n s f e r  t o  Records Center ,  
ho ld  3 yea re ;  then  des t roy .  
APPROVED: 0 3 / 2 2 / 1 3 .  

. 
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LO(; OI: STVI)I.NT LOAN Al'l'l.fCh'I'lONS 
AI:Cl' lVI.:D l~lL12j - I)ociimrnts rt*l;iLc!d t o  
t l i l  in1 t l : i l  rcqiwst of sLctdc.iits f o r  
~ p p r o v a l  o f  n l o a n  fiti:ir:iiitcc by 
C r  n r!; 1 it I 1  1 fill c r i:tlucn t 1 on As!: I :: L ;IIICC 
Corporatlnn. Inc1,utlcd nrc  loan 
appl i c i t t i m  l og  sheets whicti Ilrrt 
cadi reqiicst as  rcccivcd. F i l c  1s 
nrr;iny,rd by d a t e  rcccivcd.  

CllAWhNTIXD STUDENT LOAN DATA FlLl: - 
DociiiiicnlR r r l n t c d  t o  t h c !  proc(!.qsIng 
of  s t r t r l rn t  l o a n s  g t in ran t r ed  atid dis- 
burscd, s t n t t i s  chanjirs and d a t a  
cl1anp.c.s. I n c l u d e d  are the  f o f l o w t n g :  
CIIEAC-1, S t u d e n t  A p p l i c a t i o n  lor  Loan 
Ctmr.intrc,  CI1I:AC-10, S t u d e n t  Loan 
Dlsb i i r s rmcnt  Reports,  CIIKAC-11, S t u d c n t  
1.oan Cliangr o f  S t a t u s  R e p o r t s  and CII1:AC 
Clian!:P of Nnme/Addrcss/Date form. F t l e  
i n  nrr.inRcd by batch number. 

NOTIC1 01: I.OAN CllARANI'El: Fll.l:6 - 
I h c u w n l s  of n lcgdl nnLurc L I i i i l  binds 
L h c  (:cnrf;l;i  Illgllrr I;dirc:;lt 1 on Ass I sL:ttrc.c 
Corprjr.it.icm t o  pay orf tlic stcitlimt Ivan 
s c c o ~ t n t  bnlnncc t a  tlie orig1n;il l ending  
i n s t j t i t t i n n  i E  tlic Htudcn t  l n l l ~  to 
complvtc  111s obllgntlon t o  rciiny tho 
I n o n ( a ) .  Included L H  copy of form 
Cllr;Ac-3, Notice of Lonn Cuerunti%?. File 
1s arrangcd by J e t e  proceased and there- 
unde r  by hatch numhcr. 

DJ trpocli ~ . . ... t I on - 
11 

" 

ilpon rcpnymrrit nf n l i  ptit ntnndint, ii 
loann and tcrminntlon o r  nKrecmcnt, 

fllc; thcn cut o f f  tlir in : ic t lvr  
f i l e  a t  the end of c n c ! ~  f l d c a l  year! 
thcn r e t i r e  t o  S tn t e  Arcliivcs. 

plncc a l l  p n p r s  i n  l h ~  innct ivc 

APPROVED: 0312 2 / 73. il 

Cut off f i l e s  a t  end of each fiscal  
year ,  then hold i n  cur'rent f i l e s  
a rea  6 months; then destroy. 

APPROVED : 0 312 2 1 7 3. 

C u t  off  f i l e s  a t  end of each f i s c a l  
year ;  then hold  i n  current  f i l e s  
area 15 months: then t r ans fe r  t o  
Records Center, Hold 20 years; 
'then destroy. 
APPROVED: 3 / 2 / 1 2  

Cut off f i l e s  a t  end of each f i s c a l  
year;  then hold i n  current  f i l e s  
area 1 year;  then t r ans fe r  t o  
Records Center, hold 3 years;  then 
dee t toy. 
APPROVED! 2 / 1 / 1 3  

. 

- 
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STI!I'I:N I' l.(lt\N SI.;FII-ANNllAl, INS'l'Al.l.!tl;NT 
RI'!',\Y~II~X I'S Kl~;l'ORt' I:I 1.1: - l h ~ ~ : i i i t ~ a ~ i ~ t : ~  

u::,:d b y  1c.ndinl: I i i ~ t l t u l l o i i s  fo r  
rcy~.ircltig tlic nciml>cr of 1iisL;iI Imc .nL 
p . i y n v n t s  mndc by s tudcn ta  d i i r l  iig the 
s i x  rnoiitli per iod  covered. 1:roiri t11l:i 
lnfcirrnat Ion CIlliAC C n 1 C U l A t C S  thc: m o u n t  
o r  3;; t n s t a l lmcn t  i n t e r e s t  cind s p c c l a l  
s l l ,w ; incc  t h a t  is due to t h e  l r t idcr .  
Tncludcd arc  the  completed r e p o r t s  
re1 iirnrd by l e n d i n s  i n s t i t u t i o n s .  
Fi1 . .  is  nrrnngcd hy datcH pcr lnd  
co\ 'cra,  thereunder  by l ende r  code 
nun1)cr. 

734@ 

FE1)i:RAL INTERICST DILLING Fil,I':S - 
Documents related t o  the  b l l l l n g  fo r  
fcdt:rnl intcrc! ; t  due on s tuden t  loans  
rnntlc by p a r t l c l p a t I n g  lending  l n s t l t u -  ' 

tiorin nnd jiuiirnntecd by the  Gcorgla 
Iliglier Ediicatlon Ass is tance  Corporat ion.  
lnclrided is  OE Form 1166, Lcndcr's 
Rcqir~!st for Payment of Interc>st on 
s tuden t  t.nnns. Fi l e  is arranged by 
d a t e  billing pcrlod ends ,  , thereunder  

, .  by l ende r  code numlwr. 

1)f npnn 1 t-l n n  __ . _, . .. . .. . 

thpy ~~ 1.1 - I  ~ f ~ ~ ~ ~ ~ ~ ~ ~ -  141 I L ~ P  fkpy 
(;I,-( 6rf t i  l c a  n t  ccid  of f i a c a l  
ycn r ;  then tiold 1.n c i i r r rn t  F i l c ~  
nrcn 1 ycnr ;  thrtn t r n n n l c r  t o  
Records Ccntcr ; h o l d  3 ycare  : 
thcn dcot rov .  

Copy 1 2  - r- ~- 
Hold i n  cu r ren t  f i l c n  nrcn unt i l  
no longer  nccded f o r  r e f e r e n c e ;  
t h r n  des t roy  

my- !Q 
llold i n  c u r r e n t  f i l e s  a r e a  u n t i l  
no longer  needed f o r  r e f e r e n c e ;  
thcn des t roy .  

'APPROVED: 03/22/73. 
C u t  off  f f h  a t  end of  f f e c a l  
ycar :  ho ld  i n  c u r r e n t  f i l e s  a r e a  
1 y e a r ;  then t r a n s f e r  t o  Records 
Center ;  ho ld  14 yea re ;  then  des t roy .  
APPROVED: 03/22 17 3 * 

Cut off f i l e s  a t  end of each f i b c a l  
y e a r ;  then  hold in c u r r e n t  f i l e s  
area 1 year :  then  t r a n s f e r  t o  
Recorde Center: ho ld  20 y e a r e ,  then  
des t roy .  

' 

APPROVED: 03/22/73. 



*! 

CO'~lI ' t ' I ' I~R INPUT D0CUFII:NTS FILLS - , 

Drrtiments r e l a t i n g  t o  inforinniton 
P U L  I n t o  computer s t o r a g e  Cllc!; on 
d e f n r i l t s ,  s t a t e  i n t e r e s t ,  manual. 
Lntercs  t check a d j u s  tmcnts , rc lunds  , 
voided checks,  e t c .  Included are  
t h r >  forms used t o  t r ansmi t  tlie 
nrccsaary  Informatton I n t o  the  
coiliputcr fllcs. Ftles  ore nrrnnged 
a l p l i ~ i h e t i c a l l y  by t y p e  of i n p u t  
document thercunder  by batct i .  iiiimbcr, 

@-/$ 

' ' , p @ T h I I -  TMEREST ACCOUNT RECORDS FILES ' -  

Doc-uincnts r e l a t e d  t o  the  o b l t g a t i o n  
t o  t c p a y ,  and the cash repayment o f ,  
s ta l tc  Lntcrcs t  pa id  by Georgta. IIIgher 
Ecliir.?t Ion Ass is tance  Corporat ion on 
hcli;il f of s t i idcnts  whi le  they were 
In  ,;clioot, o r  in tlie grace p c r l n d  
n l l . w v d  nf t r iwnrd .  Includcd a rc  
c o p l c ~ ;  of lnan  n p p l l c a t l o n s ,  notcs, 
collccllnn l c t t c r n ,  rcpaymcnt h i s t o r y  
card and var lous  o t h e r  r e p o r t s  as may 
be needed. File Is arranged i n  
a l p h n b e t i c a l  o r d e r  by s t u d e n t .  

- D I npos l_t? "I 

' I'npcr copy - C u t  o r r  f i1r -a  rt  enti 

currtwt f l l c n  n r r n  1 ycnr; then 
t r n n n l c r  t o  Record~i Ccntc t ,  ho ld  
20 yrnra  ; thcn r1c.i t roy  . 
f i l c a  o t  end of cnch f l s c a l  ycn r ;  
ho ld  I n  c u r r c n t  f i l e a  a r e a  1 y r a t ;  
thcn t r a n s f e r  t o  Records Center ,  
hold 20 y e a r s ;  then des t roy .  

Microf iche Copy #l - Cut o f f  f i l e s  
a t  end of each f i s c a l  y e a r ;  then  
ho ld  i n  c u t r e n t  f i l e s  area 6 
months ; then des t roy .  

Microf iche Copy 12 - C u t  o f f  f i l e s  
a t  end of each f i s c a l  y e a r ,  t hen  
hold  i n  c u r r e n t  f i l e s  aree 6 
months ; then d e s t r o y ,  

o r  each r i o c e i  y v o r ;  Ltirn hold  4n 

Mtcroflclic Elaitcr Copy - C u t  o f f  

A P P R ~ D ~  p3/22/73. 
Cut o i es a t  end of f i s c a l  
y e a r ;  then  ho ld  i n  c u r r e n t  f i l e s  
area 1 y e a r ;  then  des t roy .  
APPROVED: O3/22/ 73. 

Upon repayment in f u l l  or when 
c l a s s i f i e d  as u n c o l l e c t i b l e  (because 
of d e a t h ,  d i s a b i l i t y ,  or bankruptcy) ,  
p l a c e  a l l  papers  i n  i n a c t i v e  f i l e s ,  
c u t  off a t  end of f i s c a l  y e a r ;  then  
hold i n  c u r r e n t  f i l e s  area u n t i l  
s t a t e  a u d i t  is  completed; then  t r a n s -  
fer t o  Records Center; ho ld  3 years, 
then  des t roy .  
APPROVED: 03/22/73. 



cut o f f  f t l c n  n t  w i r l  qf r f n c f i l  
y e a r ;  then hold f i i  ciirrrnt l l l c s  
nrca 1 year;  thrn trtinnfcr t o  
Records Ccnter, ho ld  7 ycsra;  then 
dcotroy. 
APPROVED : 0 3 / 2 2 / 7 3 .  

Destroy when updated o r  no longer 
needed fo r  reference.  
APPRQVED: 0 3 / 2 2 / 7 3 .  

C u t  off  f i les a t  end of f i e c n l  
year1 then hold i n  current  f i l e r  
w e n  1 y e s t i  then t r ans fe r  t o  
Record# Centrt, hold 3 yecrr then 
destroy, 
APPROVED: 03122173. 

" 
Upon repayment i n  f u l l  or when 
c l a s s i f i e d  as uncol lec t lb le  (beceuge 
of death,  d i s a b i l i t y  or bankruptcy), 
place a l l  papers in t he  inac t ive  
f i l e s .  Cut off inac t ive  f i l e s  a t  
end of f i s c a l  year;  then hold i n  
current  f i l e s  area u n t i l  s t a t e  aud i t  
Is completed; then t r ans fe r  t o  Recordli 
Centet, hold 3 years ;  then destroy. 
APPROVED: 0 3 / 2 2 / 7 3 .  



I .  
" 7 .  _ _  

! 

Destroy when updated or  no longe r  
needed f o r  r e f e r e n c e .  
APPROVED: 03/22/?3 .  

17.#e FI-,I)ERAl, R1:lNSUMNCE CLAIM Ft1.1:S - Cut o f f  f i l e s  a t  end of each fiscal 
Dccilmrnts  r c t a t c d  to t h e  b i , l , l l n g  
f r, r Tcdc r a l  rei ns iirancc re imh riro.c- 
m i s t i t  on d v f n i i l t  c la ims  pa id  n i d  
fcr rvport lnl :  O F  r ccovc r i c s  made on 
thor:c c la ims.  Inc ludrd  arc the APPROVED: 03/22/73. 
fo l lowinf i :  
hy,Pnry Rcqurst  f o r  Reimbursement 
f o r  Clnlmq Pa ld ,  OL Form 1183-1 - 
Gii.ir;lntrc Agency Rcquest for R e l m -  
biir,;crnc-nt Undcr hgrccment fo r  1:cdcral 
RcIw:urnncr,  OF; Form 1189-2 - Guarantee 
A p , t : ~ i ~ y  Rcport o f  Nccovcries on Clatma 
~ a t d  undcr I.'e(lerel Rcinsuranc.c, nnd 
Ob Form 1189-3 - Gunrantea Accncy 
Request f o r  Reimbursement on bath 
and D i s a b i l i t y .  F i l e  i s  a.rr;inged 
by month. 

y e a r ;  then ho ld  i n  c u r r e n t  f i les  
area 1 y e a r ;  then t r a n s f c r  to 
Records Center, hold  3 y e a r s ,  then 
dee t roy .  

OE Form 1189 - Crtnrantec 
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I .  

. 
1.  

.. 
Dinpos . - i - t i o n  -_- 

Cut o f f  a t  end of eoch ( Inca1  
yrnr; then hold i n  curtlcnL t i les  
i i rrn  2 ycara: then r e t i r e  to  
S t a t e  Archives.  
APPROVED : 0 3 f 2 2 17 3. 


